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amount of administrative support
space required in office space planning.
Although work stations may be inter-
spersed in administrative support
areas, allowances for administrative
support areas may not be added to al-
lowances for work stations except
where support area furniture exceeds
the capacity of the work station area.

SPACE ALLOWANCE TABLES
TABLE I—COMMON FURNITURE AND EQUIPMENT

Item Size
(inches)

Allowance
(square

feet)

Bookcase ....................................... 13 x 33 6
Bookcase, unitized ........................ 22 x 18 4
Cabinet, storage, wardrobe ........... 18 x 24 6

Do ........................................... 18 x 36 9
Do ........................................... 24 x 36 11

Cabinet, stationary ........................ 18 x 36 9
Cabinet, filing (letter size) ............. 15 x 25 7
Cabinet, filing (legal size) .............. 18 x 25 8
Cabinet, filing (safe) ...................... 19 x 28 9
Cabinet, filing (map, plan) ............. 36 x 48 24

Do ........................................... 36 x 60 30
Chair, side ..................................... .................. 5
Costumer (hat tree) ....................... .................. 4
Credenza (not part of a work sta-

tion) ............................................ 18 x 66 15
Locker, clothing ............................. 18 x 21 6

Do ........................................... 36 x 21 12
Safe (1-door) ................................. 21 x 23 8

Do ........................................... 42 x 36 10
Safe (2-door) ................................. 42 x 36 18
Stand, dictionary ............................ .................. 4
Stand, office machine .................... 18 x 18 5

Do ........................................... 18 x 34 9
Do ........................................... 24 x 36 12

Table .............................................. 14 x 26 4
Do ........................................... 24 x 36 12
Do ........................................... 30 x 60 25
Do ........................................... 34 x 60 30
Do ........................................... 36 x 72 35

Valet rack ...................................... 20 x 30 8
Do ........................................... 20 x 51 14

Shelving ......................................... 12 x 36 9
Do ........................................... 18 x 36 10
Do ........................................... 24 x 36 11

TABLE II—COMMON FUNCTIONS

Item Allowance

Conference and meet-
ing rooms.

On 50 percent time/use basis at 20
square feet per person, based on
average number of persons in at-
tendance.

Classrooms and train-
ing rooms.

Desk/arm chair at 10 square feet
per person. Desk and chair at 40
square feet per person.

Reception areas .......... Based on average visitor load at 10
square feet per person.

Exhibit areas, internal
duplicating, libraries,
mailrooms, supply
rooms.

Actual measurement of equipment
plus circulation.

§ 101–17.305 Storage space allowances.
Storage space shall be estimated by

application of the allowances in § 101–
17.304–2 where standard storage equip-
ment (file cabinets, shelving, and safes)
is used. When such is not the case (such
as bulk storage of furniture, equip-
ment, and supplies), a careful estimate
of the space requirement must be made
by onsite inspection, giving due consid-
eration to warehousing techniques.

§ 101–17.306 Special space allowances.
To the extent possible, space for spe-

cial use shall be estimated on the basis
of specialized standards, such as those
for laboratory equipment. Distributors
of specialized equipment can readily
provide information on space required
to house particular items of equip-
ment, and their advice should be
sought whenever possible. The criteria
contained in § 101–17.304 may be used to
estimate space required for conference
rooms, classrooms, and training rooms.

§ 101–17.307 Private office space allow-
ances.

Private offices should be provided
only when there is a demonstrated
functional need. They should be only
large enough for the occupant to con-
duct his normal business in an efficient
manner and with a reasonable degree of
dignity. The normal maximum allow-
ance for private offices is 300 square
feet, but this should be considered only
in instances in which it is necessary for
the occupant to confer frequently with
sizable groups of people, and a con-
ference room is not convenient.

§ 101–17.308 Supplemental space
standards for Government execu-
tives.

The standards in §§ 101–17.308–1 and
101–17.308–2 are prescribed for use in the
assignment of space to executive
schedule personnel (levels I through V)
and supergrade employees (GS 16, GS
17, and GS 18). In implementing and
using these standards, the following
criteria apply:

(a) These standards are used in esti-
mating that portion of the total office
space required for executive work sta-
tions, and as such are considered nei-
ther maximums nor minimums except
where so noted. A degree of latitude is
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necessary, depending on building con-
figuration, functional and operational
needs, and the best interests of the
Government.

(b) These standards shall not be
retroactively applied to justify addi-
tional space or improvements for exist-
ing offices, nor shall they be used to re-
duce current assignments which exceed
the allotments. Compliance with the
standards shall be achieved through
new assignments and reassignments
which take place as a result of normal
turnover of office space and facilities.

(c) Alterations and amenities allowed
by these standards, but which exceed
GSA standard levels of alteration, shall
be reimbursable to GSA by the Agency
involved.

(d) If they so desire, individual Agen-
cies may adopt more stringent stand-
ards for their executives and apply
such in-house allocations to their re-
quests for space.

(e) High-level military personnel
housed in GSA-controlled space shall
be subject to application of these
standards at the civilian level to which
their rank is equivalent.

(f) In the interest of using the public
dollar judiciously, Government execu-
tives are expected to exercise restraint
in furnishing and equipping their of-
fices. Since much can be accomplished
by the use of currently available fur-
nishings, ‘‘built-ins’’ and other unusual
alterations should be kept to a min-
imum. All alterations and amenities
not detailed herein should meet the
test of reasonable cost.

(g) As long as an office is in good re-
pair and suitable to the function of the
executive position to which it is as-
signed, it is GSA’s policy to discourage
personal preferential modifications
with a change in occupant.

(Sec. 205(c), 63 Stat. 390 (40 U.S.C. 486(c)))

[43 FR 34139, Aug. 3, 1978]

§ 101–17.308–1 Standards for executive
schedule personnel.

The following standards shall be ap-
plied in the assignment of space to ex-
ecutive schedule personnel, levels I
through V, as indicated.

(a) Square foot allowances for private
offices and conference rooms for execu-
tive schedule personnel shall be as fol-

lows (any official entitled to a private
conference room, when in proximity to
another, may be reasonably expected
to share conference facilities. Where
private conference rooms are not au-
thorized, officials shall use ‘‘con-
ference-rooms-in-common’’ or their
own offices. Common conference rooms
must be justified in accordance with
the provisions of § 101–17.304–2, table
II.):

(1) Level I: 750 square foot private of-
fice; 500 square foot proximate con-
ference room.

(2) Level II: 600 square foot private
office; 400 square foot proximate con-
ference room.

(3) Level III:
(i) ‘‘Directors,’’ ‘‘Administrators,’’

‘‘Chairmen,’’ ‘‘Governors,’’ ‘‘Comptrol-
lers,’’ ‘‘Commissioners,’’ ‘‘Presidents,’’
and ‘‘Solicitors General’’—500 square
foot private office; 300 square foot prox-
imate conference room.

(ii) ‘‘Deputy Administrators,’’ ‘‘Dep-
uty Directors,’’ and ‘‘Under Secre-
taries’’—500 square foot private office;
private conference rooms not author-
ized.

(iii) ‘‘Members’’ of various Commis-
sions and Boards—private office allow-
ances variable at the determination of
the GSA Regional Space Management
Division but shall not exceed 400 square
feet; private conference rooms not au-
thorized.

(4) Level IV:
(i) All officials except ‘‘Members’’—

450 square foot private office; private
conference rooms not authorized.

(ii) ‘‘Members’’ of various Commis-
sions, Boards, Councils, and Authori-
ties—private office allowances variable
at the determination of the GSA Re-
gional Space Management Division,
but shall not exceed 400 square feet;
private conference rooms not author-
ized.

(5) Level V:
(i) All officials except ‘‘Members’’—

400 square foot private office; private
conference rooms not authorized.

(ii) ‘‘Members’’ of various Commis-
sions and Boards—private office allow-
ances variable at the determination of
the GSA Regional Space Management
Division, but shall not exceed 400
square feet; private conference rooms
not authorized.

VerDate 18<JUN>99 12:24 Aug 03, 1999 Jkt 183162 PO 00000 Frm 00111 Fmt 8010 Sfmt 8010 Y:\SGML\183162T.XXX pfrm09 PsN: 183162T


